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Procurement Cards 
 
 

 
Navigation: Purchasing > Procurement Cards > Cardholder Profile  
 
 

 
 
 
1. Fill in the EmplID, if known for search purposes or 

 
 

2. Use Last and/or First Name combination, if ID is not known 
(In our case Last Name “Lund” is used) 
 

 
 

 
 
 
 

3. Click on the Search  button. 
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4. Search results comes up with 28 people with the last name Lund 
 
5. Pick Janis Lund  

 

 
 
 
6. The above data is coming form the Employee’s Personal records 

and as the screen shows – that data is for display (read) only.  This 
information comes from HR. 
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7. Click on the Proxy Tab.   
 

 
 

8. This page defines which users are allowed to access the personal 
data of the particular cardholder (in this case, Janis Lund) and 
change the distributions of the cardholder. 

 
9. The Users defined on this page are authorized to reconcile 

procurement card statements for this particular card holder.  This 
feature enables OMB to review, edit, and maintain an individual 
cardholder’s statement and distributions. 

 
10. Select the Card Data Tab, which provides information about the 

individual card. 
 

 
 
11. Enter your Business Unit.  Currently BU of 11000 is used for testing 

reason.  Note: Human Services and OMB should use their appropriate AP 
Business Unit. 

 
12. The Credit Card Vendor field is always ELAN.  ELAN is the 

administrator for the card services. 
 

13. The format used by ND system for the Cardmember Number field is 
the last 3 digits of the P-card and FIRST and LAST NAME of the 
employee. 

 
14. The State of North Dakota is currently not using the Limit Amount 

field, for the P-card itself has a limit. 
   

15. Currency is USD (United States Dollars). 
 

16. Date issued is today’s date. 
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17. Expiry Date – the card’s expiration date. 

 
18. Click on the Details hyperlink. 

 
 

 
 

 
19. The Procurement Card Limits and Restrictions page holds the 

employee’s P-card default coding.  All your agency needs to do with 
the Cardholder Profile is navigate to this page to review the default 
coding. 

 
20. The GL Unit is the Business Unit. 

 
21. Currency is USD (United States Dollars). 

 
22. Enter the Account number. The Account used is titled “P-card 

Transactions” 621375.  This Account will be defaulted into every 
transaction on the P-card.  The Account can be changed, if 
necessary.  The Account field is the Object Code from SAMIS. 

 
23. Enter in the Oper Unit, Fund Code, Dept ID, and Class.  Do not 

record the project number on this line.   
 

24. Under the Heading Project Defaults, enter your PC Business Unit, 
Project, and Activity ID.  Only use Resource Type or Resource 
Category if your agency has them setup.  

 
 

25. Click . 
 

26.  the page. 
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Reconcile Card Holder Information 
 
 
Navigation: Purchasing > Procurement Cards > Reconcile Cardholder 
Info > Reconcile Statement 
 
This component allows you to review P-card transactions.  When doing 
a search, the system will only allow to review transactions of those 
employees you have proxy rights to. 
 

 
 

1. Leave all search fields blank, and click . 
 
2. Once you pick an employee, you will see this screen, click 

. 
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3. All of the employee’s transactions for the current month will 

appear on this page until they are paid. 
 

 
 

4. On the Bank Statement page, click the  link if it appears 
in yellow, to view all the transactions for the employee. 

 
5. The Bank Statement page lists the Transaction Date for the P-

card transaction. 
 

6. All Status fields will read “Approved”.  If no changes are made to 
these lines, they will be paid according to the default coding.  Do 
not change the Status, for any other Status besides “Approved” 
will result in the transaction not being paid. 

7. To review a transaction, check the Sel checkbox next to that 
transaction. 

 
8. Click the  hyperlink at the bottom of the page. 

 

 
 

9. The Account Distribution page displays the distributions for this 
transaction.  You can change the distributions singularly for 
each field, or select a speedchart. 
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10. Click the  hyperlink. 
 

 
 

11. Enter in any necessary Project information on this page. 
 

12. Click . 
 

13. Click  on the Accounting Distribution Page. 
 

14. On the Bank Statement Page, click on the  hyperlink. 
 

 
 

15. By checking the  checkbox, you 
can change the coding for ALL transactions listed for the 
employee.  Check the checkbox, enter in the new coding, and 

then click . 
 

16. Press  on the Bank Statement page after all the 
changes have been entered. 

 
 


